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Human Resource Generalist / HR Coordinator 

PROFILE: 

Being Active and Energetic and having with over 3 years of experience in a fast paced Human Resource Development. Proficient in administering corporate HR initiatives, providing a broad level of counseling on recruitment, employee relations, controlling attritions, training programs and handling complex situations with professionalism and confidentiality.

AREAS OF EXPERTISE:
· Recruitment Coordination




· Employee Orientation

· Payroll

· HR Policies development & Salary Administration

· Performance review and Appraisal issue

· Customer Relationship Management

ACADEMIC DETAILS:
	Education
	Year
	Name of the Institution
	Percentage / Cgpa

	MBA ( HR & Systems)
	2012
	Vellore Institute of Technology, Vellore, Tamil Nadu
	7.6 Cgpa

	BCA
	2010
	Acharya Institute of Technology, Bangalore, Karnataka
	65.79 %


PROFESSIONAL EXPERIENCE:
HR Executive – Client Engagement, April 2014 to Present.

· Assisting and supporting the team with handling and resolving Human Resources Issues.

· Managing End – End recruitment process, orientation, conducting employee engagement activities at client’s place and administering the performance Management.

· Assessing recruitment trends, proactively recruiting candidates by many creative methods, screening, interviewing, applicant assessment and presenting of candidates to Hiring Managers to finalize the recruitment process.
· Supporting and Maintaining payroll records in accordance with policies and procedures related to employee relations.

· Analyzing performance appraisals by collecting performance feedback from their managers and meeting high standards of employee satisfaction for retention schemes.
1. Shirdi Sai Hospital Pvt.Ltd, Bangalore.

HR Executive, March 2013 to August 2013.

· Analyzing the requirements of the organization by identifying the quality people and contacting them through phone or Email.
· Short listing the candidate profiles, Salary Negotiation, Interview Scheduling and performing various recruitment steps.
· Training and providing the feedback to the employees in order to improve as per the organizational standards.

· Assisting and coordinating with the finance team for the salaries to the employees.

· Having a detailed review with the management for the organizational achievements.
2. Magna InfoTech---Wipro Technologies, Bangalore.

       Resourcing Executive, September 2012 to March 2013.

· Administering the various policies and procedures relating to HR Planning, recruitment, training and development, employee performance evaluation and appraisals.
· Identifying the project requirements from the project managers from the SAP tool internally managed and also from the client.

· Matching the demand and supply with the list of employees available in the bench as on every day.

· Analyzing the employees from the bench, by screening them by asking their requirement and fulfilling up with their expectations.

· Interacting with the finance team and focusing with them on the salary part for the bench employees.

· Developed and maintained various HRIS systems to improve the management by tracking the employee relation issues, leave, corrective actions and redeployment.

COMPUTER PROFICIENCIES:
· Languages                      : C, C++, Java.

· Operating System          : Window 2000/XP.

· Office Packages            : Microsoft Word, Excel, PowerPoint, Access.

· Database
                    : SQL and Database Applications. 

· Application Tools         : SAP and PeopleSoft.
PERSONAL DETAILS:
· Date of Birth
    : 29th Feb, 1988.

· Strengths
                : Honest, Disciplined, Committed, Trustworthy, Confident, and an

                                                       innate urge to widen my horizons and excel in the Chosen field.

·  Sex 


             : Male.

· Marital status            : Single.
· Nationality                : Indian.
· Languages Known    : English, Tamil, and Hindi.
DECLARATION:

        I, hereby declare that the above-mentioned Information is correct up to my knowledge and I bear the responsibility for the correctness of the above-mentioned particulars.


        Sandhieep. A.C
